Approved For {please 2001/08/17 : CIA-RDP57q)0384Re0040006($#W4M« r '52 

SEOfET 

Security Information' 


SJfcJKCTt Use es Ignawnt of Personnel 

!• Current pn wBMl wiling res llooitlaM and certain r* ill annul) tn 
of functions have rwulttd in problem of effective pnranml otilixati mu 
Sam Offices haw sow makers than are nested or authorised at tha «**« 
tkw that the staffing reqtd ranur ta of other Offices call for the proosreaesnt 
of individuals having skills which oorrespawl to those who am in a surplus 

oategosy in other parts of the Agency* 

2. The continuing aiu of personnel selection and plaoseasirt in CU is 
the assignment of eaoh Individual 0.1 a job that aetehea hie capacity, ^ueoeti* 
in this objective dapoais on ware than a conscientious attaa.it at initially 
recruiting tha ri#t person for a specific vacancy* N© mttor how war new 
recruits frost outside era screened, investigated, tested, and selected? 
these teohniqees fall short of aohlevin^ isrfsotion* Ocoasicrolly, th. 
new asaher*# first etsignwoat is dictated by the priority of «ork ess&pi** 
mu t-y eo that adequate oonsldemtion lt> nc»t given to hie bsckgjnwnd a»i 
in deciding where he is to be slotted* In addition, security r »«• 
st notions preolaie giving of sufficient jot specifics to enable applicants 
te guage their mm suitability end adaptability* The need to reawrtch indi- 
videala and jobs arises, too, 3roai chan which take place in position 
wquireoente as s result of shifts in fuastS-ons and orgeniwatisns, as well 
as ths fact that tha abilities, skills, or interests of people change ar 
develop* To fail to tasks provision for each adjustasot in the assign #nts 
of personnel would be to ijjaoife the ohccngmr, oherectsriBtiec of both ct .an** 
lections ani persons* accordingly, it is the purpose of this ae*ers»*ua to 


Security Info-matt™ 


Approved For Release 2001/08/17 : CIA-RDP57-00384R000400060017-6 



25X1A 


* Approved For Release 2C$']/0$17 : CIA-RDP57-00384RQ0040006001 7-6 

outline the steps wldoh eh mid be tinker, vita Kfltncy officials ere eotifc^oeted 

with these pro- tees* 

3* It la the respa PBl b Ult y of each Beauty itrector, Assistant 
or other Office head, insofar as possible, to satisfy hlueelf that personnel 
under his ^uriadiotion are assigned to positions where they are stoat needed 
end far wblah they are beet suited .j aptitude ant. experience. Also, as 
stated in Cl* Notice ^^^^pro«t->t action oust be taken to release tteot-e 
individuals who are undesirable or whose performance is m taw vie factory wien 
there is no reasonable proepaat to bring shout adequate; itsyirov«MBt thjoagh 
leas drastic administrative or supervisory action* 1 • Supervisory officials 
et every level «r® expected to give sued guidance, counsel, and treinii^g 
as will produce the attainment of acceptable levels of performance hy all 
a»«teers of the work force. The supervisor is not required or expected, how- 
ever, to labor Indefinitely with individuals who are not qualified, or cannot 
be qualified throu^i trsiajjog or atlier means. A placement which is or bsooMe 
ineffective for am or isoro of the .tsasoas sanaiicaed in the foregoing j aregraf n 
am emetims be corrected through reassignment to a position for wrad the 
Member baa evidenced or dononstrated some qualifications or .^titude. Wuerevwr 
possible, such reaesi^^aaents should be aocxqjlishea within the Office < uapoms i 
wherein the Individual is assigned* thou this cannot toe doc*:, the .-’eraanael 
Office should be advised in aocordauje wita the following paragraph. 

h# the Personnel Office will be informed with respect to any saajder 
for whoa intra-office reasai^txwsnt cannot m effected, and whose failure to 
give satisfactory perforaanac results froa onuses other than a kind ox* irwoa- 
peteaoe whidh isay reasonably be expected to be repeated on any future 
aseignsmt. At the same ties, the Personnel Office will be supplied a f ull 
evaluation of the knowledge , Skills, and capabilities of the indi vidual. 
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I n c luding an objective and complete analysis of shortc oidngs and siren ?*1 ha. 

The evaluation will bo prepared by the immediate supervisor or other appro- 
priate official • Based on their observations of the individual c leteU* 
capabi li ties j supervisors say wish to suggest training pragmas which at.ght 
reasonably enable the individual to qualify for other specific Unee of work. 
Representatives of the Personnel office will coiKaamicaie with. these off .dale 
for such additional information as may be necessary in order to develop plana 
for Agency reassignment. The need for accurate appraisals of past performance 
?nA potential cannot be overeaphesired. Subsequently, the existence of over- 
geaerous atateiaents could well create a considerable obstacle to enforcing a 
decision that the individual should be separated involuntarily, lore i tu orient, 
however, is the liklihood that a fair, honest, evaluation will result in a 
successful and beneficial reassignment. All parts of the Agency will profit 
frost a mutual understanding, und strict cdhoruace to this principle. 

5, tereonnel made available far reassignment in accordance with jar- 
a graph It above, will oe reported to Personnel Office which will enter their 
names on a Rep laceme nt Roster* At the same time, the releasing Office will 
m«t f. nm r>p pgo»^in +.« for tiie physical location and temporary assignment dvring 
the period pending raassigiiment or other action. As vacancies develop in 
Agency Offices, the Personnel Office is responsible far referring persons, 
including those in the Replacement Foster, who are regarded as adequately 
qualified for consideration of the Officer concerned. Ouch referrele '‘ill 
be made either where external recruitment is requested or when another Agency 
asafe er may be proposed for the purpose of filling the vacant position. The 
Personnel Office will provide all available information regarding the Indi- 
vidual's background, experience, weaknessns and abilities. Beassirnweite 
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effected as a result of from the ieplaeeaant Roster will be mu Jeet 


to the condition that the reassigns ? bill serve a six eonth trial period 
in the tmi position. If, upon the teaaimfcina of this period, the office 
to which he htm been reassigned in not sat levied with hi* perfwaanae, 
action my be initiated to sepert te the person* "he rercontied. Of floe till 
be responsible for providing continuing guidance to cuperv&Bar* Kith tin 


aha of proVid-.ii,; uuah staff nor is ta. ice us will help to bring reaeaigBet 
atambers to satisfactory levels of yarforwasnctf* Placement Officers will. son- 
duct follow-up interviews at periodic iaUrvala with both the individut 1 

i 

and supervisor, -uoh iatervlps should bring to light specific problem 
eneoustered by the trial masher, mi provide ea opportunity for develoi ing 


remedial programs. 

6. CIA Hotioe^^l demerit *s the proosdurec to be followed to *w oarat© 
individuals whose performance la so unsatiafaciiory that reas3i{;n>a?nt or other 
administrative aeauures ere not justified* hare security edtpidamrtitftui 
diotate such a course, however, oeparatlot a will bo effected pursuant to 

the authority vested in th * director of Central Iixteliigeme under Section 
102 (o), National Security lot of l$i?, ard in accordance with Clfe 
Regulatiofx^m 

7. 3tt must be clearly understood thi.t individuals undergoing a 


reassignment through the Replacement Roster device will not oa made th ? 
responsibility of the Personnel Office during the period required to locate 
a suitable position or to effect other acriicn. They must remain under the 
jurisdiction and control of tbo releasing Office until final disposition is 

made in their cases. v£t fr\ T 

OLluf 1 

S 'drily inf ;rn?'-inp 
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